
































































































































































SECTION 4 

REQUIRED RECORDS AND RESPONSIBILITIES OF REPORTING 
OFFICIALS 

Change in Responsible Reporting Official 

The Iowa Public Employees' Retirement System office should be noti
fied immediately of any change of name, title or change of address of the 
reporting official responsible for social security. 

Required Employee Information 

Although each reporting unit may determine the form in which payroll 
records will be kept, the following information must be shown on these 
records: 

1. The employee's name, address and social security account 
number. 

2. Each date on which remuneration was paid to the employee. 

3. The total amount of remuneration paid on each date including 
non-cash remuneration. 

4. The amount withheld from the remuneration for the employee's 
share of social security contributions. 

Social Security Identification Number of Employers 

Each reporting unit is assigned a social security identification number. 
This identification number usually has 9 digits: the first 5 represent the 
Iowa social security identification and the last 4 are used to identify the 
specific reporting unit. For example, in the identification number 
69-0420001, the 69-042 are the standard Iowa social security account 
number while the 0001 identifies the specific employer. When an instru
mentality has more than one unit reporting social security taxes, addi
tional digits are added on to the 9 digits to identify the specific reporting 
unit of the instrumentality. For example, a reporting unit of the above 
instrumentality would have this account number 69-0420001 008. The 
employer social security identification number should be used on all 
correspondence and report forms. 
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Social Security Account Number 

Every employee of each political subdivision must have a social se
curity account number. All earnings received by an employee must be 
reported under this number. These reported earnings are used in de
termining the eligibility and amount of social security retirement benefits 
or disability insurance benefits. Each employee should have only one 
social security account number. 

How Social Security Numbers Are Obtained 

A new employee who doesn't have a social security number on the day 
he enters employment should apply for one on Form SS-5, Application for 
Social Security Account Number. This form may be obtained from any 
Social Security district office or at any post office. This completed appli
cation should be mailed or taken to the nearest Social Security office 
where an account number will be assigned. 

An application for a social security number completed by an employee 
may be forwarded by the employer to the Social Security district office. 
The district office will notify the employer of the assigned account number 
if the employer requests notification. 

Lost Social Security Cards 

Any employee who has had a social security number assigned to him 
but who has lost his social security card should apply for a duplicate card. 
The employee will need to complete Form SS- 5, Application for Social Se
curity Account Number. 

12 



Change of Name or Other Identifying Information 

A change in name for any reason must be reported to the Social Se
curity Administration. The employee may do this by completing Form 
OAAN-7003, Request for Change in Your Social Security Records. This 
form is available from any Social Security district office. If available, 
the employee's social security card should be submitted along with his re
quest. A new social security card with the originally assigned account 
number and the corrected name will be issued by the Social Security Ad
ministration. 

b,..,,,.,N, o• 
HEAlTH, EDUCATION, AND WElfAU 

I AOM!,.ISTRA.TION DISTR!CT OffiCE 

Employer Responsibility for Obtaining Social Security Numbers 
from Employees 

The hiring official is responsible for obtaining the social security 
number from the card of each employee at the time he hires a new ern
ployee. 

An employee who doesn't have a social security card on the day he 
enters employment should furnish a completed application for a social se
curity account number. If this application hasn't been completed, the em
ployer shall obtain a statement containing all the required information for 
an application. This information should be retained by the employer until 
_the employee presents his social security card. 
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Schools That are Dissolved or Cease to Exist in Their Entirety 

Generally, a record of school districts that have ceased to exist in 
their entirety because of total dissolution or absorption by another school 
district is obtained by the IPERS office from the Department of Public In
struction and the county superintendents of schools. Supporting evidence 
of the legal dissolution is obtained from the county superintendent of each 
county school district. 

Reorganization of School Districts 

Within the last few years, a growing number of school district reor
ganizations have taken place in Iowa. Generally, these reorganizations 
are effective on July 1 of the calendar year. IPERS requests and receives 
information on these reorganizations from the State Department of Public 
Instruction and from the school superintendent of each county. 

After this information is reviewed, steps are taken to remove those 
school districts that have been dissolved or absorbed entirely by another 
district from social security records. A school district is required to 
file quarterly social security reports with the IPERS office through the 
last date on which they legally existed. For example, if School District A 
was absorbed in its entirety by newly-created School District B effective 
July l, School District A is required to file their last report for the calen
dar quarter ending June 30. Any wages paid after the legal date of dis so
lution are reported under the account number assigned to the newly-created 
school district. 

New account numbers will be secured and assigned to the newly
created districts. However, account numbers aren't secured for lunch or 
activity programs of newly- created districts unless a request is received 
from the responsible reporting official. 

Dissolution of Other Reporting Entities 

The responsible reporting official for social security is responsible 
for providing the Iowa Public Employees' Retirement System office with 
all pertinent information on the dissolution of other reporting entities. 
The following information is required: 

1. Complete name and address of the dissolved entity. 

2. Assigned IPERS account number. 
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3. Assigned social security employer identification number, 

4. Last date on which wages were paid. 

5. Date on which the entity dissolved, 

6. Reason for the dissolution, 

7. Whether or not the entity expects to pay wages in the future. 

Furnishing Employees with Withholding Statements, Form W-2 

Each reporting unit must furnish each of its employees with a with
holding statement showing: 

1. The employer's name, the federal withholding tax identification 
number and address. Government employers must also show 
their social security identification number which starts with 
the prefix 69. 

2. The name, address and social security number of the employee, 

3. The period covered by the statement. 

4. The total amount of wages and non-cash remuneration subject 
to social security taxes. 

5. The amount deducted from these wages for the employee's 
share of social security taxes, 

This statement must be given to employees no later than January 31 of 
the year following the calendar year covered by the statement. However, 
if the employee terminates employment before that time, the final state
ment must be given to him on the day the last payment of wages is made. 

W- 2 forms must be sent directly to the Internal Revenue Service. 
Blank W-2 forms must be obtained from the Internal Revenue Service. 
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SECTION 5 

WHAT WAGES ARE TAXABLE UNDER SOCIAL SECURITY? 

Definition of Wages 

Under social security, the term "wages" means all remuneration 
regardless of how small the amount paid to employees for services in
cluding the cash value of remuneration paid in any other medium than 
cash, Salaries, fees, bonuses and non- cash remuneration are wages if 
they are paid as compensation for employment. Wages paid in any form 
other than money are measured by the fair market value of the room, 
meals or other consideration. 

Vacation Pay and Back Pay 

Vacation pay and back pay including retroactive wage increases are 
taxed the same as regular wages under social security. All payment re
ceived when employment is terminated is taxable including vacation pay, 
sick leave, etc. 

Sick Pay 

Payments made for sick leave which are a continuation of salary pay
ments are taxable under social security. 

Fees 

Fees paid to employees as remuneration for their services in con
nection with their employment are taxable wages under social security, 

The only exception are elective officials in positions where the 
compensation is on a fee basis, 
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Bonus Payments 

Allowances paid to an employee in addition to his salary are con
sidered taxable under social security, 

Dismissal Pay 

Dismissal pay is pay to an employee whose services are ended inde
pendently of the employee's will or wishes. Dismissal payments are 
taxable under social security. 

Travel and Other Expenses 

Travel or other expenses aren't taxable under social security if the 
employer advances or reimburses the employee the amount spent in 
carrying out the business of the employer. 

Tax Sheltered Annuities 

Amounts deducted from an employee's pay for tax sheltered annuities 
are taxable as wages under social security. 

Fellowship Grants, Grants, Stipends 

Fellowship grants, grants and stipends covered under Section 117 of 
the Internal Revenue Service Code of 1954 are excluded from social se
curity taxes, lf they are reported as wages, a statement from the In
ternal Revenue Service specifically stating that these earnings are 
excluded under Section 117 must accompany the adjustment forms re
questing a refund. 
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SECTION 6 

REPORTING WAGES UNDER SOCIAL SECURITY 

Maximum Reporting Wages 

1959-1965 
1966-1967 
1968-1969 

$4,800 
6,600 
7,800 

Each employer is required to report the maximum wages paid to an 
employee during the calendar year. 

EXAMPLE: On January 1, John Doe is performing services for 
School District B. He works for School District B 
through the third quarter. He is paid the following 
wages: 

Quarter Ending 

March 30 
June 30 
September 30 

Total 

$ 3,000 
3,000 

800 

$ 6,800 

During the third quarter, he terminates his job with 
School District B and begins 'work with School District 
C. School District C pays him the following wages 
during the remainder of the year: 

Quarter Ending 

September 30 
December 31 

Total 

Total Wages Earned During 
Year 

Wages 

$ 700 
4,100 

$ 4,800 

$11, 600 

The entire $11, 600 paid to John Doe is subject to 
social security tax. 
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When an employee finds at the end of the year that he has contributed 
in excess of the maximum wages taxable under social security because 
he has had more than one employer, he may claim the excess tax payment 
as a deduction on his federal income tax return. 

No refund is made to any of the employers when this situation occurs. 

Rate of Contributions 

Tax rates for both employee and employer contributions under social 
security are: 

Employee Employer Total 
Tax Rates Tax Rates Tax Rates 

1951 through 1953 1. 5% 1. 5% 3.0% 
1954 through 1956 2.0% 2.0% 4.0% 
1957 through 1958 2.25% 2.25% 4.5% 
1959 2.5% 2.5% 5.0% 
1960 through 1961 3.0% 3.0% 6.0% 
1962 3. 125% 3. 125% 6.25% 
1963 through 1965 3. 625% 3. 625% 7.25% 
1966 4.2% 4. 2% 8.4% 
1967 through 1968 4.4% 4.4% 8.8% 
1969 4.8% 4.8% 9.6% 

Employers will be informed of any future changes in these tax rates. 

The date on which the wage payment is actually made to the employee 
determines what social security tax rate is to be used. 

EXAMPLE: If wages were earned during December 1968 but 
were not paid to the employee until after January 1, 
1969, these wages would be taxed at the 1969 rate 
of 4. 8 per cent rather than the 1968 rate of 4. 4 per 
cent. 

Current Employee Tax Tables 

Current federal social security tax tables showing various employee 
wages and the amount of tax to be withheld are found in "Circular E" 
which is distributed to all public and private employers each year by the 
Internal Revenue Service. Copies of "Circular E" should be requested 
from your nearest Internal Revenue Service office. 
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Reporting on When-Paid Basis 

All wages are reported for the calendar quarter in which they were 
paid and not when they were earned, 

EXAMPLE: Employee A performed services in June but wasn't 
paid for these services until July, These wages 
should be included in the quarter ending September 30 
rather than in the quarter ending June 30. 

Wages Can Not Be Pro-Rated 

The amount of wages reported for each employee is the wages actu
ally paid to him during the calendar quarter. If an employee is paid his 
entire yearly salary in one calendar quarter, that amount up to the maxi
mum amount under social security, is reported for that quarter, 

EXAMPLE: In 1969, John Jones was paid $9, 000 by Town X. 
He received $4, SOD in each of the first two 
quarters of 19 69, 

Town X should report $4, 500 in wages during the 
first quarter of 1969 and $3, 300 in wages during 
the second quarter, 

EXAMPLE: Jane Jones is the appointed clerk for Town Y. She 
is paid $500 once a year on January 1. These 
wages of $500 are included on the first quarterly 
report of the calendar year, 

' 

When an Employee Terminates Employment 

Even though an employee tenninates his employment, his wages 
during the quarter he terminates are taxable under social security. 

EXAMPLE: Employee A tenninated employment with Town B. 
He was last paid wages March 15, the day he quit. 
His total wages during the quarter ending March 31 
was $500. 

These wages are taxable and should be reported for 
the quarter ending March 31. 
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Death of an Employee 

Wages earned by an employee before his death are taxable wages 
and should be reported. Amounts earned by an employee before his 
death and paid to his survivor or estate after his death are also taxable 
wages that must be reported for the quarter in which they were actually 
paid. 

EXAMPLE: Employee B died May 30, He was last paid wages 
of $200 on April 30. An additional $200 was paid 
to his survivor June 15. The total amount of $400 
is taxable wages and should be reported for the 
quarter ending June 30. 

When One Political Subdivision is Created to Succeed Another 

When a political subdivision is dissolved and another political subdi
vision is created to take over its function, both subdivisions are treated 
as one employer in reporting maximum wages during the calendar year 
that the change took place. 

EXAMPLE: School District A was completely dissolved on 
July 1, 1968 and School District B was created 
on July 1, 1968. School District A was completely 
absorbed by School District B. 

Jane Jones was employed by School District A 
during the first and second quarter 1968. The 
following wages were paid to her and reported 
under social security: 

Quarter 
Ending 

March 31 
June 30 

Wages 
Paid 

$2,000 
2,000 

Taxable 
Wages 

$2,000 
2,000 

During 1968, School District B reported the follow
ing wages for Jane Jones: 

Quarter 
Ending 

September 30 
December 31 

Wages 
Paid 

$2,000 
2,000 

Maximum Taxable Wages 
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Wages in Kind 

Wages in kind, such as room and board, are taxable under social 
security regardless of whether they are for the co!1Venience of the em
ployer or the employee. 

For example, if employees of a hospital receive maintenance be
sides their wages, the value of this maintenance is taxable under social 
security. 

Wages paid in items other than cash should be computed on the basis 
of fair value to the employee at the time of payment. The fair value may 
be based on the prevailing value of the items in the locality or upon a 
reasonable value established for other purposes. 

Even though there is no oral or written understanding that meals or 
lodging will be furnished to employees, the value of the meals or lodging 
must be reported if they are provided. The fair market value of these 
items should be added to the amount of cash wages paid and the total 
should be reported as a single item, 

EXAMPLE: The hot lunch program of School District A pays 
Jane Jones cash wages of $94 a month. Besides 
these cash wages, she is furnished one meal each 
working day. 

The month contains 20 working days resulting in 
meals valued at $25. Total taxable wages for Jane 
Jones during this month are $119. 

Points to Remember on Paying Your Taxes 

To prevent unnecessary inconvenience to you and to protect your 
account from being delinquent, be sure to double check your remittances 
on the following points. 

l. Is your check made payable to the proper agency? 

2. Does the number amount and the written amount on your 
check agree? 
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3. Does your check show the name and address of your bank? 

4. Is your check signed and dated? 

5. If your check requires two signatures, are both of them 
included? 

Postage Due 

The IPERS office can not accept responsibility for postage due on 
social security reports. When additional postage is necessary, there
port is returned to the sender. This may result in a delinquent tax 
report. 
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SECTION 7 

Filing Social Security Reports 

Importance of Submitting Reports Early 

Sending in social security reports and remittances on or before the 
deadline date is important since the social security law does not allow 
the granting of an extension of time. If possible, employers are en
couraged to file their quarterly reports before the lOth of the month 
following the close of the calendar quarter. 

Interest Penalty 

Taxes which aren't paid by the due date are assessed a penalty of 6 
per cent a year from the due date until payment is received by the IPERS 
office. 

Statute of Limitations 

Both social security assessments and refunds are affected by time 
limitations. In general, these time limitations are similar for both 
public employers and private employers. 

Generally speaking, the time limitation on assessments is 3 years, 
3 months and 15 days after the year in which the wages are paid. The 
social security law also provides for some exceptions to these time 
limitations for extraordinary situations. 

A claim for credit or a refund for overpayment must be made within 
3 years, 3 months and 15 days after the year in which the overpayment 
was made. 

What to Include in Wage Reports 

Each quarterly wage report must include all employees who received 
wages or wages in kind for services, Do not include the name and social 
security number of any individual for whom no wages are reported. 
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Who Must File Monthly Remittance Forms 

All reporting units whose combined employee and employer social 
security taxes equal or exceed $100 a month have been required to remit 
these taxes on a monthly basis since July 1, 1967, 

Application for Monthly Remittance Form (Form FOAB 575} 

All reporting units whose combined social security employer and em
ployee tax equals or exceeds $100 a month must complete FOAB form 575, 
Application for Monthly Remittance Form. This form provides the IPERS 
office with information needed to place the account on the monthly social 
security list, to maintain adequate records and to send out monthly re
porting forms, 

Town of X 

410 Main Street 
ADDRESS 

X 
CITY 

FORM 57 5 - APPLICATION FOR MONTHLY REMITTANCE FORM 

(To be completed only if anticipated FOAB contributions 
will amount to $100 or more during a calendar month) 

71-2-14 
Identification Number 

Iowll 502.16 
STATE ZIP CODE 

It ia estimated that beginning _____ -:'Ap':''C::"'----- ---'"':''~'c----
MONTH YEAR 

the accumulated monthly withholding at source of FOAB contributions will amount to 
$100.00 or more and that a monthly remittance form (FOAD 580) should be furnished 
for timely filing. 

Clerk March 20, 1969 
TITLE DATE 

IMPORTANT: Make certain that name, address and identification number are completed 
CORRECTLY, 

Return CO!I!pleted form to: 

IOWA PUBLIC EMPLOYEES RETIREMENT SYSTEM 
IOWA EMPLOYMENT SECURITY COMMISSION 

1000 Eaat Grand Avenue 
Des Moines, Iwa 50319 
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Monthly Remittance Form (Form FOAB 580} 

As soon as a reporting unit submits an application for monthly re
mittance, a pad of Monthly Remittance Forms will be sent to the reporting 
official. After this initial supply has been used up, the reporting official 
is responsible for requesting an additional supply. Requests for addi
tional copies should be made far enough in advance so that remittances 
can be made by the due date of this report. The reporting unit remains 
responsible for meeting this deadline and a delay in receiving a new 
supply of forms does not relieve it of this obligation. 

FOAB 580 Date_MM<•.,y'-'.,5 _!.!19>66.'1.9 ___ Account No. _ _L1lk·,Z2"· lli<4~--
(Rev. 1-68 M&P) 

FOAB WITHHOLDING AGENT'S REPORT 
Iowa Public Employees Retirement System 

Title of Entity To n of X Month 

Address _________ Withheld Contributions 

Plus Employer's Matching Share 

Plus Interest Penalty 

--------- TOTAL 

April - 1969 

250.00 

250,00 

soo.oo 

Y -,L,('i.\.'"'C:'~O(:~';CP,.U~uU'-'1~"-----C~ll'•f!rkL_ Make check payable to Iowa Employment 
~gna~e Title Security Commission 

SEE REVERSE SIDE FOR REPORTING INSTRUCTIONS 

Points to Remember in Preparing the Monthy Remittance Form 

1. The employing unit is required to use FOAB form 580 when 
submitting any and all monthly remittances. 

2. To make sure you receive proper credit, be sure that the 
title of the reporting unit, address, IPERS account number, 
the amount of the remittance and month are included on each 
submitted form. 
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3. Remittances may be submitted more than once each month 
to coincide with the employer's pay period. This procedure 
is optional and for the convenience of the empioyer since the 
law only requires remittance once a month. 

4. Remittances for the 1st month of the calendar quarter are 
due in full on or before the 15th day of the following month. 

5. Remittances for the 2nd month of a calendar quarter are due 
in full on or before the 15th day of the following month. 

6. The balance of the social security taxes for the quarter must 
be remitted by the 15th day of the month following the end of 
the calendar quarter. This final remittance plus the two 
previous monthly remittances should equal the total amount 
due during the quarter. 

NOTE: You may either submit the final remittance 
on the monthly remittance form or attach it 
to Form OAR-S3, State's Quarterly Report 
of Wages Paid. 

7. Make your check payable to the Iowa Employment Security 
Commission and mail it along with the completed monthly 
report to the Iowa Public Employees' Retirement System, 
1000 East Grand Avenue, Des Moines, Iowa 50319. Be sure 
these reports are sent to IPERS and not to any other agency. 

8. The back of the monthly remittance form contains detailed 
instructions on its preparation. 

9. A duplicate copy of the completed monthly remittance form 
should be retained by the reporting unit as its record of re
mittances submitted. 
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State's Quarterly Report of Wages Paid (Form OAR-53) 

Pre-addressed State's Quarterly Report of Wages Paid in triplicate - ---
will be mailed to each reporting unit around the 15th day of the last month 
of each calendar quarter. 

lf you do not receive these forms by the last day of the quarter, you 
should immediately request copies of this form from the !PERS office so 
you will have sufficient time to complete and return these forms before 
the due date. The reporting unit is responsible for obtaining these forms 
and meeting the deadline set by law. 

F.,mOAR·U STATE'S QUARTERLY REPORT OF WAGES PAID 
H""'• g;:,~:~.~:' ,~1; w,u.,, (n uroniHO IHTITYI 

II·U) Su lnoll~oll~no on bock of thlo pogo. Do W und thlo lot,. to lntornol hvonuo $orvlu, 

69-0420000 
12 5 96 Smith School District 
Secretary 
Smith, Iowa 50321 

l. Dolo"'"'"'"''' 

12./31/68 
•. :t:;:.:i.:.~:: .~o ... __ 4_ 
I.H•~'" of'""" 

·~·'···· . .,] .... , ...... ·········• ~~~~~:.,',~":;.)lloo _JL_ 

If YOU HAVE NO EMPlOYHS TO UPOU. ENHR "NO COVER EO WAGES PAID" BELOW 

- 10) [l,(flOYH'S SOCIAL IECORIH Ill NAME OF ·~PLOVH Ill CO•<OEDWAG" Polloo 
~ ~ Ji I.CCOUNT HO )PI"''''""'""' ooO<tl>" '''""on''' '&''f" J;i'"' ..,,~ 
'..., • ..!.;;.,:_:o:__o:__~· =---ac=----··~"~"-"_·· ~··~"-'''_"_··_'"_'_"'_' ---il-'~· ;~,;~,~·c_"_'·_· ~"'~"i------

=i 
"'i --
1-
'
-,-
!,_ 
1-,_ 
-,_ 
1--; 
l::i 
1-,_ 
,-,_ 
1-

001 00 0000 
024 00 0000 
025 00 0000 
030 00 0000 

USE ONLY AS 
INSTRUCTED 
BY STATE 1.CiUIT 

John S. James 
Helen Smith 
George Nebon 
Jane Johnson 

lolalwoooo "'''"d lo<olo.,olool~h•••• • 

500 00 
275 75 
716 12 

45 00 

1596 87 

'"' i " 

t4o I sz 

1>0 IIOT UlE FORMS OF OIFH~fHT DESIGN UHLESI APPRDVfO aY THE SOCIAL SECURITY AOMIH,.TRA11011 
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Employer's Continuation Sheet ( OAR-S3a) 

This form should be used when all of your employees can not be 
listed on page 1 of the State's Quarterly Report of Wages Paid (Form 
OAR- S3). The title caption or name and address of the reporting unit 
must appear on each continuation sheet exactly as it appears on the front 
page of the Form OAR- S3. 

Form OAR..Slo 
I>E>'AIITMENT OF 

CONTINUATION SHEET OF ~~:;:,:rd'!:",":·No. 72-R~38.9 H.ALYH, EDUCATION AND W£~FAIIE 
11·66} STATE'S QUARTERLY REPORT OF WAGES PAID - llopotllor oolltr'o t~ .. Uf7!or ooMbor, .,,.,, ... ~ odd,.u " ''"""' oo Form OAR·!! Date Quarter Ended I'": No - 69-0420000 3/31/68 - l9 3 76 Town of Jones 

- Clerk IMPORTANT 
Jones, Iowa 501L3 l/lhlo form It Uled, lha /itol P"ll" of 11 repor1in11 - onlllr'• repot'l mtul be prepnred on Form OAR.S3. 

Follow lnurucrlmu on back of Form 0AR.S3. -
13 1 

EMPLOYE&'S SOCIAL SECURITY 
NAME OF EMPLOYEE I COVERED WAGES Pold 10 

I ACCOUNT NO. Employoo D"rloq Ouort" {Plouo l)'po or prto> .. wlr u obo"" •• lbo (BoloN> dod"<~on•) 
~ • .. . ''"rlor«'o """"""' No!ObOI C.<d) "r 0.110<> COAl! 

028 13 - 00 - 0000 James R. Smith 700.00 

026 - 00 - 0000 John A. Public 200.00 

:j 032 - 00 - 0001 Mary Jane Doe 760.00 

--
1-

[j 
13 ---
1-

I:J 
I= 
---
13 
1-
----
1- sl Total wagea reported on thb page ____,.._ 1660,00 

UO NOT USE FORMS OF DIFFERENT DESIGN UNLESS APPROVED O'i TilE SOCIAL SECURITY ADMINISTRATION 
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Deadline Dates for Quarterly Reports 

The original copy and a duplicate of the State's Quarterly Report of 
Wages Paid, Form OAR-S3 is due in the IPERS office by the 15th day of 
the month following the end of the calendar quarter. 

Quarter 

1st Quarter--January, February & March 
2nd Quarter- -April, May & June 
3rd Quarter--July, August & September 
4th Quarter- -October, November & December 

Report Deadline 

April 15 
July 15 
October 15 
January 15 

Quarterly Reporting When No Wages or No Taxable Wages Have 
Been Paid 

When a reporting unit has no employees who received wages for ser
vices during the calendar quarter, the State's Quarterly Report of Wages 
Paid, Form OAR-S3, should be marked "No Covered Wages Paid" or "No 
Wages" and returned to IPERS. This provides IPERS with a complete 
record of your status under the social security program. When no 
quarterly report is filed, the reporting unit's account is considered de
linquent until the report is received by IPERS. 

Use of Substitute Forms 

In some instances, reporting units may wish to use substitute forms 
of their own for reporting. To make sure that these forms meet all the 
social security reporting requirements, the employing unit should con
tact the IPERS office for permission to use these forms before they are 
used for social security reports. 

Magnetic Tape Reporting 

Magnetic Tape Reporting is encouraged. However, reporting units 
wishing to report on magnetic tape must submit a formal request in 
writing to the IPERS office. The reporting unit will be sent a copy of 
the specifications for this type of reporting. If the reporting unit can 
meet these specifications, their request will be submitted to the Social 
Security Administration in Baltimore, Md., for approval. The reporting 
unit will be notified as soon as possible of the decision made by the 
Social Security Administration. 
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Points to Remember in Preparing the State's Quarterly Report 
Wages Paid and Continuation Sheets 

1. The reporting unit must use the pre-addressed forms OAR-S3 
for the first or summary pages of all reports. This form 
must be used even if you use machine accounting and don't 
list names on the first page. ' 

2. Detailed instructions on the preparation of these quarterly 
reports are given on the back of the form. 

3. This report must be prepared in triplicate and the original 
and one copy returned to the IPERS office. Make your check 
payable to the Iowa Employment Security Commission and 
mail it along with the original and one copy to the Iowa Public 
Employees' Retirement System, 1000 East Grand Avenue, 
Des Moines, Iowa 50319. Be sure these reports are sent to 
IPER5 and not to any other agency. The other copy of the 
report should be kept by the reporting unit as a permanent 
record of wages and other information that has been reported. 

4. Reports should be printed in ink or typewritten. 

5. The social security identification number of the reporting unit 
must be shown on all pages and should be checked to make 
sure that the correct number is used on all pages. This is 
the 9-digit number starting with 69-042. 

6. The date "quarter ended" should be shown on all pages and 
should be the same on both the quarterly report and continu
ation sheets. 

7. Continuation pages should be properly numbered and the total 
number of pages should be shown in item 3 of the OAR-53. 

8. The total number of employees should be shown in item 4 of 
the OAR-53. 
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9. The number of persons covered for the pay period ending 
nearest the 15th day of the third month in the calendar quarter 
should be shown in item 5 of the OAR-S3. 

10. The names and social security account numbers of all employees 
who were paid wages during the calendar quarter must be re
ported. 

11. The name of an employee on a report should not be accompanied 
by a prefix (Miss, Mrs. or Mr.). 

EXAMPLE: Mrs. John (Mary Jane) Jones is an employee 
of Town X. Her Social Security Identifi
cation Card shows: 

000-00-0000 Mary Jane Jones 

Her name should be listed on your reports 
as Mary Jane Jones. 

12. If an employee does not have a social security number and 
hasn't applied for one, a completed Form SS-5, Application 
for Social Security Account Number, should be attached to the 
OAR-S3. 

If the employee hasn't received his social security account 
number but has presented a receipt for his application for an 
account number, all the information should be copied from the 
receipt and entered in the appropriate place preceded by the 
words "Receipt Issued." 

13. Do not include the name or social security number of any em
ployee who has had no wages. 

14. An employee's name should only be listed once on any quarterly 
report. If he holds several jobs for one employer or if he re
ceives extra compensation such as overtime, meals or bonuses 
besides his regular salary, the employer should total all of 
these items together and report only the total. 

15. Do not take unauthorized credit from the current tax amount 
due. Credit can only be taken after the Social Security Ad
ministration has authorized the credit and you have been 
notified of this authorization by the IPERS office. 
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Overpayment of Social Security Taxes by Multiple Employers 

Each employer must deduct social security taxes on all wages up to 
the maximum. These wages and deductions must appear on the employ
ee's W-2 forms given to him by all employers. If an employee has paid 
more than the maximum amount of social security taxes because he has 
worked for several employers, he may talce credit for his overpayment 
on his income tax report. This tax credit is only possible when multiple 
employers are responsible for the overpayment of taxes. This frequently 
occurs with teachers who transfer from one school district to another 
during a calendar year. No refund of social security taxes is made to 
any of the multiple employers. 

Overpayment of Social Security Taxes by a Single Employer 

When a single employer erroneously deducts taxes on wages in ex
cess of the maximum taxable wages for a calendar year, the employer 
must refund the overpayment directly to the employee. The reporting 
unit must then file an OAR -S4 with the IPERS office to receive credit for 
the total overpayment, 

nATE'S REPORT OF ADJUSTMENTS 

ENTITY'S NAME AND ADDRESS 

;~;!.~ ~! e~i~':.!:.~t.r"•rlr 69- 0420000 
CO.\!?lETE TillS FORM IMIIEDMTEl.Y If 
w•g" foo one or mot< ~mr!oye,. W<tO o"'!l«~ 
f<om o< oi'Qnooudy ,.ported on ono 0< mote 

-"LLlLJru<"-"'-""~---------1 ~:~_'"'~;.h'":~:h·;,;~~·.":.::;'d';;~;.:~':.:! ·:~ 
thl• fmnc S<o olhe< old< lot exompleo 

-"""" Ol<rlL_ ____________ -11MPORTANT' If tho w•••• shown in eolo"'n) 

lor on tmoloro< >« 1<-" th>n the '"3"' 

-'-..J.<~>J!O!!U,L' -----------1 !~;,";."b~o:":~:":.!~:.~~~·,~: ~~,~~~:';.:::,~: 

Eu"O"<'> A<<OU" HO. H>~< ot """""' 
(Ph""''"'"'"""') 

) (>) 

028 00 0000 ames R. Smith 

'·" ()1100 H. e Doe 

In« woo ln<D«<<I- Soo O!h« o!~o (.,- o.-q>!"" 

~~~~·:~~·~, "'~',';.::,•,-,;•::" <g;'.!~!.~'t'~o~' PO liOl' USE 
<""''"' "'",. ou""' '"~"'"" l'HIS SI'ACE 

u> r•> m 
D>O:.r.::'" 
3/31/68 none 

3 31/66 none 

"' loo 
760 00 

EXPLANATION OF DECREASES (R0late to spocilic 1toms) To" I' 1" ,.;, 

<H<S >PACE FOR~ .. , H 'QOC<O. •«Un"v AO~<N .. <R>T!ON 

I ""'0 tHM•l I tUT "EMS> 

FQ"'' OAR-S4 , ..... 

Doll«<'« b"'"" oooo.l• 
IO<obiop•J• 

"· l'ill""" b"~""'""'' 

1440 00 

1400DR 

"""~1.'."'~~.,.-:.·~~~i"C,~·-c· .. =,,c+--·"loWl Q!l J£.R __ 
7.Con,.lbooio••(S<<fo!<a 

"' '""" '
1
''·

1 126 2 DR 

Clerk f 
Ma 21 1968 
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State's Report of Adjustment (Form OAR-54) 

A State's Report of Adjustment must be filed when corrections are 
necessary on individual wage items that have already been reported. 
This form is used when: 

1. Wages for an employee were omitted, 

2. The amount of wages reported for an employee was less than 
the correct amount. 

3. The amount of wages reported for an employee was more 
than the correct amount or was in excess of the maximum 
taxable wages. 

4. No wages should have been reported for an employer. 

5. Wages shown on the report were for the wrong calendar quarter. 

6. Wages were reported for the wrong individual. 

The OAR-S4 is not used to correct errors in the addition of taxes, 
such as errors in overall wage total or in grand totals on previous re
ports. 

This State's Report of Adjustment is prepared in triplicate. The 
original and a duplicate copy should be submitted as soon as possible to 
the IPERS office after an error is discovered by the reporting unit. 

OAR-S4 adjustment forms that are submitted to obtain refunds for 
overpayment of the maximum taxable amount must be received by the 
IPERS office by June 15 of the year following the year in which the refunds 
apply. Adjustment forms received after June 15 can not be processed 
and credit can not be issued until after a year or 18 months after the end 
of the year for which the refunds apply. 

An explanation is required for all entries on the adjustment form 
that: decrease or delete the amount of wages previously reported for any 
employee. This explanation must include the reason why the original re
port was incorrect. 
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If the same statement doesn't apply to all decreased or deleted items 
on the adjustment form, the separate supporting statements must identify 
what employee and which tlme periods. The statement must also show 
whether or not the employee was paid the amount of earnings previously 
reported. If the employee was paid the amount reported earlier, the 
statement must explain why this full amount was not reported as taxable 
wages. Here are some examples of what is needed in a correct state
ment: 

I. Mary Smith, account number 000 00 0000, was paid $760 during 
the quarter ending June 30, 1968 and this amount was reported 
on the OAR- S3 report for that quarter. However, $670 was 
the amount that should have been reported to reach the taxable 
amount for this calendar year. 

2. Mary Smith, account number 000 00 0000, was paid $670 during 
the quarter ending June 30, 1968 rather than the $7 60 erroneously 
reported. 

3. Mary Smith, account number 000 00 0000, was reported as 
having been paid $760 for the calendar quarter ending June 30, 
1968. However, she was a part-time elective official of this 
town and these wages are excluded from coverage. 

4. Mary Smith, account number 000 00 0000, was reported as 
having been paid $760 for the calendar quarter ending June 30, 
1968. However, $560 of this $760 is excluded from taxation 
under Section 117 of the Internal Revenue Code of 1954. (See 
attached statement.) The remaining $200 was earned in another 
capacity and is, therefore, taxable. 

A separate adjustment report must be submitted if more than one 
wage correction is necessary and these wage corrections are for years 
that did not have the same tax rate. 
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OV~RTWfi!TO> 
Form Approved. 
Budget Bureau No. 72-R0439 HEALTH. EDUCo'.TION. ANO WELFARE 

SOCIA~ S•ccRuTY Ao~iWSIRUIOH 

STATE'S REPORT OF ADJUSTMENTS PAGE NO. ____l__ OF ______L PAGES 

Security Act) (Correcting Wage Information Previously Reported Under the Social 

ENTITY'S NAME AND ADDRESS Identification No. Unit No. COMPLETE THIS FORM IMMEDIATELY IF wages 
(Type or ~rint as on quarterly 69- 0420QQO for one or more employees were omitted from or er-
report to e corrected.) roneously reported on one or more quarterly wage 

19 3 7h Tnw ,f Tnne< 
reports or on an adjustment report. Each such error 
should be corrected on this form. See other side for 
examples. 

Clerk IMPORTANT: If the wages shown in column 5 for 
an employee are less than the wages shown in column 

.To ,p Tnw" 50311 4, explain in the space provided below the reason why 
the original reporting was incorred. See other side 
for examples. 

Employee's Account No. Name of Employee Quarterly Wages previously Correct amount 
(Please type or print) report to b<:! reported as of wages paid 00 NOT USE 

corrected paid In quarter in quarter THIS SPACE 
(!) (2) (3) (4) (5) 

0 0 0 0 0 0 0 0 0 Date quarter Dollars Cents Dollars Cents 
ended 

028 00 0000 James R. Smith 3/31/68 700 00 680 00 

EXPLANATION OF DECREASES <Relata to specific ltemsJ Totals for this 
pag' 700 00 680 00 

This employee was paid wages of $680.00 Difference between totals 

during the indicated quarter rather than for this page 20 OOCR 
$700.00 previously reported in error. 6. Difference between totals 

for all pages. Enter on 
first page only, 

7. Contributions (see rates 
on reverse side) 1 76CR 

Signed /71'? D"' A 

Title 
THIS SPACE FOR USE BY SOCIAL SECURITY ADMINISTRrON Clerk 

Barred Items I (Info. Items) 
Date 

Mav 21 1968 (GT Items) 

FORM OAR-54 (1·08) 
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Request for Correct Identifying Information 

This form is a notice sent to a reporting unit indicating it has re
ported: 

1. Wages without a social security number. 
2. An incorrect or incomplete social security number. 
3. An incorrect or incomplete name of an employee. 

If the employee still works for you, please ask him to show you his 
social security card. If either the name or number on his card is differ
ent from that which you reported, enter the employee's name and number 
exactly as it is shown on the card on the front of the form. 

When the name and number on his card are the same as you reported, 
have him fill out and sign the back of the form. Clip his social security 
card to the form. The Social Security Administration will send him a 
replacement card. 

If the employee has no social security card, have him fill out and 
sign the back of the form. The Social Security Administration will send 
him a card. 

If the employee is no longer working for you, please check the re
cords from which you prepared your wage report. If these records show 
a name or number different from that which you reported, enter the name 
and number shown on your records on the front of the form. 

If your records show the same name and social security number as 
the ones you reported, enter the employee's full name and home address 
on the front of the fom1 so the Social Security Administration can contact 
the employee. 
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I I I I I EMPLOYER: PLEASE 
ACCOUNT NUMBER 

INITIAL 0~ 6 LHH~S "" 7 LETTERS WAGES SHOWN MO. "· PAGE NO. PRINT EMPLOYEE'S OF fi~ST NAME I NIT. Of SURNAME 0' REPORTED EMPLOYEE NAME REPORTED ON RETURN QUARTER OR 

DATA BELOW YEAR ENOEO RETURN 

I EMPLOYEES CORRECT SOCIAL SECURITY NUMBER 

EMPLOYEES FULL NAME 

EMPLOYEES HOME ADDRESS tNUMSER AND STREET 

-- crry-----------STArE ___ rifP-CCiDE ____ 

I 
CONFIDENTIAL- PAYROLL INFORMATION 

Return this cord to: Social Security Administration 
P. 0. Box 601- Baltimore, Maryland 21203 

EE 

EMPLOYER NUI.IBEA ESTAOL!SHMENT FOR OFfiCE USE ONLY D. 0. CODE F"RONT 
Sl II laH~~~~"~UHWWftHHN~~VHHW~IIUMHH»liH~~~U~««U~II~~UUMHRU~"~~UU~""VUUNnnnHNNTI»HI~ 

EMPLOYEE: PLEASE FILL IN BELOW CPRINT OR TYPE) FORM APPROVED. 
BUDGET BUREAU NO. 72-R-!160.1 

I. DO YOU ~ HAVE A SOCIAL SECURITY CARD P 2. SOCIAL SECURITY NUMBER 

OvES ENTER YOUR ACCOUNT NUMBER HERE 
ANO FILL IN ALL OTHER ITEMS, 

3. PLEASE PRINT YOUR NAME AS SHOWN ON YOUR SOCIAL SECURITY CARO 

0No IF YOU LOST YOUR CARO-FILL IN ALL ITEMS, 
INCLUDING YOUR NUMBER IF YOU KNOW IT, 

IF YOU NEVER HAO A NUMBER -FILL IN ITEMS 5 THROUGH 10 BELOW. .. IF YOUR NAME HAS CHANGED, PLEASE EXPLAIN, 

.. YOUR FULL NAME AT BIRTH 6, DATE OF .BIRTH (MONTH I !DAY I (YEAR) 

FATHERS FULL NAME {/Ugardllss of wMI/uu living ur d6ud) B. MOTHER-s FULL NAME BEFORE EVER MARRIED 

1 •. YOUR PRESENT MAILING ADDRESS (Num/Mr and Slr,ll) 10. YOUR NAME AS YOU USUALLY WRITE IT (Da n()/prlnlartyp6J I 
CITY---------sTATE---- -----z1PC06f--

SIGN. 
HERE 

-OHI_II: BACK/ 
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Questions Not Answered in This Handbook 

If you have questions on social security coverage, deductions or 
procedure not covered in this handbook, please contact the social security 
section of the IPERS Accounting Department. 

Information on Forms Handled by Other Agencies 

For information and copies of forms not handled by the IPERS office, 
please contact one of the following agencies: 

Subject 

Federal social security benefit 
payments 

Form 941 for federal income tax 
withheld, depository slips, 
remittances, Forms W-2, W-3 
and W- 4 and related information 

State tax payments and Forms IT-5 
and IT-5 a 
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Agency 

Your nearest office of the 
Social Security Administration 

District Director of Internal 
Revenue 

Iowa Department of Internal 
Revenue 
Lucas Building 
Des Moines, Iowa 50319 
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